BA 324                                        Business Communication 
Spring 2009

Instructor Info                                                                               Sections

Dr. Cole Holmes (cole.holmes@mccombs.utexas.edu) 
01910 TTH 12:30 – 2:00 CBA 4.322


Office:  CBA 2.400 / Phone: 232-4839



Office hours:   T 11:00 – 12:00; TH 2:00 – 3:00 & by appointment


Grader/Teaching Assistant:  Natalie Schneider <natalie.schneider@bba05.mccombs.utexas.edu>


Office Hours:  TBA
Prerequisites

Required classes: 
( RHE or E 306, MIS 310 or passing score on the Computer Literacy Test, and credit or registration for BA 101S, 101T, 101H, or 101

Expected skills: 

( Basic writing skills, including grammar and mechanics



( Computer skills, including the ability to create PowerPoint presentations, communicate via email, and use the Internet/Web

Primary Textbook

The primary required textbook for all BA 324 sections is Mary Ellen Guffey’s Business Communication: Process and Product, 6/e.Additional texts may be required by your instructor. 

Mission Statement

The mission of BA 324 is to provide McCombs School of Business undergraduates with a conceptual framework and specific tools for communicating in complex environments and accomplishing strategic academic and professional business goals.  This core course provides writing, oral, and collaborative skills necessary for future business courses, internships, and professional positions.


Course Objectives: Preparing Students for Business Environments

BA 324 focuses on writing, speaking, and interpersonal communication. Although differences in instructors’ presentation styles are a natural and valuable part of a multi-section course, all sections of BA 324 have the same objectives. These objectives specify that business students, at the conclusion of the course, should be able to:
· Analyze communication situations and audiences to make choices about the most effective and efficient way to communicate and deliver messages

· Conduct research that includes the use of electronic library resources and the Internet; use the results of that research to complete written and oral reports

· Deliver effective business presentations  in contexts that may require either extemporaneous or impromptu spoken communication
· Provide feedback, accept feedback, and use feedback to improve communication skills

· Write business documents that are grammatically correct and use appropriate business style

· Develop effective interpersonal communication skills

· Use communication technology appropriately and effectively

Attendance Policy

Since BA 324 teaches both conceptual knowledge and skills, daily attendance and active participation in the class are required. Students should view class attendance as they would work attendance and communicate to their peers and instructor in an appropriate manner. If your absences exceed three days for a MWF course, or two days for a TTh course, your final grade is impacted by a minimum of a 1% deduction of your final grade per absence. Please review carefully your instructor’s additional attendance requirements.

Grading Policy for all BA 324 and BA 324H Sections                                                                                                                                   

To receive an A, a student must have a 91% or better average overall and a 90% or better average in both Written Communication and Oral Communication, ( no percentage requirement for Professional Development is specified); to receive a B, a student must have an 81% or better average overall and an 80% or better average in both Written Communication and Oral Communication  (no percentage requirement for Professional Development is specified); to receive a C, a student must have a 71% or better average overall and a 70% or better average in both Written Communication and Oral Communication ( no percentage requirement for Professional Development is specified).

Core Communication Skills and Required Assignments

BA 324 focuses on a core set of communication skills and requires assignments that support students in their learning of these skills. Students can expect to work on this core set of skills in all sections of BA 324, although individual sections may add or substitute specific assignments that teach the same skills and fulfill the same course objectives. These communication skills and the types of assignments that teach those skills are described below.

Written Communication:  Students write letters, memos, proposals, formal and informal reports, work plans, and progress reports.

Oral Communication: Oral presentations from 2-30 minutes long address informative, persuasive, and extemporaneous methods of delivery.  Some oral presentations require the use of visual aids such as handouts, overhead transparencies, and presentation software such as PowerPoint. 

Time Management: Assignments are varied, integrated, and overlapping, and students must focus on multiple issues, projects, and demands. Students must, therefore, take responsibility for planning and pacing their own work as well as developing time management skills.

Project Development: Groups of approximately four to six students develop projects, complete research, schedule meetings, write team papers and reports, and deliver a 20-30 minute oral presentation using visual aids. These projects build on and use the skills developed in other class assignments.

Evaluation/feedback: Assignments that require students to learn and develop evaluation and feedback skills are included throughout the course. These assignments may involve editing one’s own writing and doing self-critiques, self-evaluations, or analyses of one’s own presentations, interpersonal communication, and other class activities. These assignments may also involve peer-editing as well as providing evaluations and critiques of the work of other class members.

Group Management: Students work on group projects to practice interpersonal skills by communicating with group members, other groups, and peers outside the group.

Meeting Management: As part of the projects, groups meet on a regular basis, develop meeting goals, make agendas, facilitate meetings, provide feedback, and submit meeting summaries.
Grading, Key Content Areas, and Required Assignments

Grades in BA 324 are based on a student’s work in three key content areas. These content areas reflect the mission of the course, the course objectives, and the core communication skills that students are expected to learn. Each of these content areas represents a fixed percentage of the course’s content. In two of these areas, there is a minimum number of specific assignments required for all sections of the course. Students should review the required assignments for their particular BA 324 section.


Three key content areas for BA 324:

Written Communication (55%)


Including a minimum of:

· 4 memos / emails / letters

· 1 business research report

· Agendas, work plans, PowerPoint, outlines, etc.

Oral Communication (30%)

Including a minimum of:

· 1 group research presentation

· 1 interpersonal assignment

Professional Development (15%)


Including:

· Exams (essay or multiple choice), quizzes, and worksheets

· Class participation 

· Professional conduct

· Other assignments (written or oral) requiring analysis and integration of course concepts

BA 324 is a Substantial Writing Component Course

The University’s official policy statement is:  “Each course certified as having a substantial writing component must include at least three writing activities per semester, exclusive of in-class quizzes and examinations.  These three or more writing activities must total approximately 16 type-written double-spaced pages (4,000 words).  A major rewriting of a paper (requiring additional original writing, not merely editing) can be considered a separate writing activity.  The quality of the student’s written expression must be an important component in determining the student’s course grade.”

Written assignments in BA 324 that fit the substantial writing component criteria comprise 55% of the grade for this course.  Of that 55%, half of the grade is based on the quality of your writing, and the other half is based on evidence of your understanding of the material and fulfillment of other criteria.
University Policies Relevant to BA 324 Student

Academic Integrity


The responsibilities of both students and faculty with regard to scholastic dishonesty are described in detail in the Policy Statement on Scholastic Dishonesty for the McCombs School of Business, available online at http://www.mccombs.utexas.edu/udean/Scholastic_Responsibility.asp.  One of the provisions of this statement is:

“The McCombs School of Business has no tolerance for acts of scholastic dishonesty. The responsibilities of both students and faculty with regard to scholastic dishonesty are described in detail in the Policy Statement on Scholastic Dishonesty for the McCombs School of Business. By teaching this course, I have agreed to observe all of the faculty responsibilities described in that document. By enrolling in this class, you have agreed to observe all of the student responsibilities described in that document. If the application of that Policy Statement to this class and its assignments is unclear in any way, it is your responsibility to ask me for clarification. Policy on Scholastic Dishonesty: Students who violate University rules on scholastic dishonesty are subject to disciplinary penalties, including the possibility of failure in the course and/or dismissal from the University. Since dishonesty harms the individual, all students, and the integrity of the University, policies on scholastic dishonesty will be strictly enforced. You should refer to the Student Judicial Services website at http://deanofstudents.utexas.edu/sjs/ or the General Information Catalog to access the official University policies and procedures on scholastic dishonesty as well as further elaboration on what constitutes scholastic dishonesty.”

I will follow and enforce the provisions of the Policy Statement on Scholastic Dishonesty for the McCombs School of Business.  You are responsible for reading, understanding and following the Policy Statement on Scholastic Dishonesty for the McCombs School of Business and the policies and procedures on scholastic dishonesty on the Student Judicial Services website.  Included in these responsibilities is the responsibility for understanding what actions constitute scholastic dishonesty.

You may not use any resources, including, but not limited to books, computers, databases, etc. for out-of-class assignments if using such resources constitutes one or more acts of scholastic dishonesty, as defined in the General Information Catalog or as described in the Policy Statement on Scholastic Dishonesty for the McCombs School of Business.  By way of example and not by limitation, you may not consult or submit work (in whole or in part) that has been completed by other students in this or previous years for the same or substantially the same assignment.
Class Websites and Student Privacy

Students who do not want their names included in these electronic class rosters must restrict their directory information in the Office of the Registrar, Main Building, Room 1. For more information visit the Registrar’s website at: 

http://www.utexas.edu/student/registrar/faq.html#directory
Services for Students with Disabilities

 The University of Texas at Austin provides upon request appropriate academic accommodations for qualified students with disabilities. For more information, contact the Office of the Dean of Students at 471-
6259, 471-6441 TTY.

 

Religious Holidays

A student who is absent from a class or examination for the observance of a religious holy day may complete the work missed within a reasonable time after the absence, if proper notice has been given. Review this policy at:  

http://www.utexas.edu/student/registrar/catalogs/gi03-04/ch4/ch4g.html#religion
Writing Rubric

BA 324 Business Communication:  Oral and Written

Criteria
Poor
Satisfactory
Strong

Organization
Writing is not concise
Focus and direction of
Writing is concise and


and tends to ramble; lack
writing is acceptable and
clear; information is easy


of direction interferes with
does not interfere with
to understand; focus and


audience understanding;
audience understanding;
and direction of the writing


lacks clear topic sentences.
minor errors in cohesion
are obvious to audience

Introduction and
Main idea or purpose is not
Main idea or purpose is
Introduction not only

Conclusion
established in the appropriate
established in the appropriate
establishes main idea or


paragraph; conclusion does
paragraph; conclusion is
purpose as appropriate, but
not include contact information,
satisfactory but lacks at least
also has an interesting hook;


end date, goodwill, or future
one important statement
conclusion includes every


relationship

necessary action or statement

Punctuation and
Writing contains numerous
Writing contains occasional
Writing is nearly error free

Spelling
and/or significant errors which
errors which do not distract
with no item that distracts 


distract from the message
from the message
from the message

Sentence Structure
Sentence structure lacks
Most sentences build within
Sentences are clear, well

and Transitions
readability and/or is awkward;
paragraphs for readability;
developed, and express 


connections between topics, 
a few sentences lack transition
concise ideas; transitions


ideas, or arguments lack clear

create strong readability


transition

Background and
Ideas lack support or are 
Ideas are supported with
Arguments are supported

Critical Thinking
expressed with personal views;
occasional citations or class
with cited references or


no original thoughts that show
lessons; some individual, 
relevant facts; strong use of


critical thinking
original ideas are expressed
originality is shown




throughout the message

Professional Format
Document is not professionally
Document follows most of the
Professional format style is
and Tone
formatted; tone and language
traditional format guidelines but
obvious; all aspects of the


are inappropriate
has at least one distracting error;
tone and language lend to



tone and language use are fair
audience’s verbal and non-




verbal understanding

Adapted from the Association to Advance Collegiate Schools of Business (AACSB) Assessment Writing Rubric
Oral Presentation Criteria

Criteria for Grading Speeches*

To receive a C on your speeches, you must meet the following standards:
1.
The speech must be original.

2.
The type of speech presented must be appropriate to the assignment.

3.
The topic must be appropriate for the audience and sufficiently

4.
The speech must fit the time requirements of the assignment.

5.
The speech must be presented on the day assigned.

6.
Main ideas must be supported with facts and figures, appropriate testimony, 


examples, or narratives.

7.
The speech must have a clear sense of purpose.

8.
The speech must have a clearly identifiable and appropriate design, complete with 

an introduction and a conclusion.

9.
The speech must be presented extemporaneously.

10.
The speech must satisfy any specific requirements of the assignment, such as 


number of references, formal outline, or use of visual aids.

11.
The speaker must use language correctly.

To receive a B on your speech, you must meet the following standards:
1.
Satisfy all requirements for a C speech.

2.
Select a challenging topic and adapt it appropriately to your audience.

3.
Reflect a greater depth of research 

4.
Clearly identify sources of information and ideas.

5.
Create and sustain attention throughout the speech.

6.
Make effective use of transitions, previews, and summaries.

7.
Use good oral style.

8.
Present the speech with poise.

To receive an A on your speech, you must meet the following standards:
1.
Satisfy all requirements for a B speech.

2.
Demonstrate imagination and creativity in topic selection and development.

3.
Develop and sustain strong bonds of identification among the speaker, 



audience, and topic.

4.
Consistently adapt information and supporting material to the experiential world 

of your audience.

5.
Reflect an even greater depth of research (Refer to your assignment sheet for each presentation)

6.
Demonstrate artful use of language and stylistic techniques.

7. Make a polished presentation that artfully integrates verbal and nonverbal 


communication skills.

A D speech does not meet one or more of the standards for a C speech or:
1.
Is obviously unrehearsed.

2.
Is based entirely on biased information or unsupported opinions.

An F speech does not meet three or more of the standards for a C speech, reflects either of the problems associated with a D speech, or:
1.
Uses fabricated supporting material.

2.
Deliberately distorts evidence.

3.
Is plagiarized.

*Reprinted by permission of the Speech Communication Association.

These same criteria will apply to all oral presentations in this course
BA 324 – Business Communication: Oral and Written
Spring 2009
Policies Specific to Dr. Holmes’s Class
Business professionals spend about seventy percent (70%) of their time communicating.   Sound communication skills are essential to you in your career, and they are the chief criteria of employers in both hiring and promotion decisions.  This course was designed in response to industry feedback about the communication skills needed for business graduates to enter successfully into today's competitive marketplace. This course is grounded in concepts and theories of communication, but it is also very practical.  It will require sustained effort on your part.  It will also require regular attendance, because we spend a lot of class time working in groups to apply principles and strategies discussed in the texts and in class.  You improve your communication skills by working together and giving and getting constructive criticism.  The content of this course is not difficult, but the course is demanding, just like the professional environment you will enter in a few months or years.
Course goals:

This course is designed to help you:
· Develop the basic communication skills you need to write, make oral presentations, communicate interpersonally, and work effectively in teams.

· Value the differences between yourself and others and to employ that understanding to improve the quality of your communication.

· Recognize and value the diverse contributions of all members of an organization.

· Improve your communication in future courses and in your career.


· Refine the process of written and oral communication in business.

· Use methods of problem solving in business communication that can be used by individuals and groups. 
· Develop basic reading, writing, listening, and speaking skills in addition to the ability to follow complete, complex written and oral instructions.
General classroom policies:

The instructor and the student are bound by these class policies just as a supervisor and employee are bound by corporate policies.  In an effort to foster an environment conducive to learning, please remember to follow these rules every day:

· Turn off all cell phones, iPhones, and PDAs when you arrive.  If you forget, turn it off quickly.
· Do not bring personal computers to class. Laptops are very distracting and they interfere with class discussion and your ability to remain engaged in the group learning experience.

· Treat your professor and fellow students with the respect and courtesy you would extend to any other professional.
Communication with the professor:

I encourage students to visit during office hours to introduce themselves, to seek guidance, and to discuss class activities.  Questions regarding grades and attendance are best directed to the Teaching Assistant.  E-mail and office hour visits are the preferred means to discuss individual concerns, dilemmas, and issues with me or my instruction. Your e-mail messages should follow the guidelines in your textbook for content, organization, style, format and mechanics (grammar, spelling, and punctuation) and must follow the rules of netiquette.

You need a personal UT Austin or McCombs Business School e-mail account to complete assignments in BA 324 in order to send and receive messages from your team members, grader, and instructor. Other e-mail addresses are less reliable and often are not compatible with the McCombs School of Business or UT Austin e-mail servers.

This course utilizes Blackboard, a Web-based course management system in which a password protected site is created for each course.  I will use Blackboard to distribute course materials and assignments, and post lecture notes and changes to the syllabus or schedule.  You will be responsible for checking the Blackboard course site regularly for class work and announcements.  Blackboard is available at http://courses.utexas.edu.   Support is provided by the ITS Help Desk at 475-9400 Monday through Friday 8 am to 6 pm. 

Attendance:

Reliable and punctual attendance is critical in the workplace, just as it is critical to your success in this course. Our attendance policy is simple: You are expected to attend each class session. This class is highly participatory and its success (and yours) depends on your active engagement in the learning process.  You can’t learn if you’re not here. Attendance is tracked using a sign-in sheet for each class day.  Please make sure you sign in to receive credit for attendance.  I will collect the sign in sheet shortly after class begins.  If you arrive late to class, request to sign in at the end of class.

 Each student is allowed two absences without grade consequences, but you are responsible for emailing me concerning all absences.  After two absences, 10 points per absence will be deducted from your overall grade total. Three late arrivals constitute one absence. Regardless of the reason for your absence(s), you must notify me and all members of your team if you are going to be absent before an absence if possible.  It is your responsibility to keep up with assignments for missed classes and to provide your contributions to team efforts in advance of any absence.  
Readings:

The first required text for this course is Mary Ellen Guffey's Business Communication: Process & Product, 6th Edition.  The content of this text is thorough and easily understood.
The second required text is Porter, Loescher, Riekenberg & Starnes, Communication Matters: Write, Speak, Succeed, 1st Edition. This is a collection of articles and readings for business communications students.

Recommended texts are Save Our Slides by Billy Earnest  and Jane E. Aaron’s The Little, Brown Essential Handbook, 5th Edition.
Additional articles may be assigned in professional publications or business periodicals during the semester.  These materials, lecture content, and class discussion information are sources for test questions.
Additional supplies:
Students should keep all handouts, assignment sheets, and graded work in a 2-inch or 3-inch binder. Additionally, you should purchase a small stapler for work you turn in. 
It is advisable to purchase a portable disc drive for you to store electronic copies of all

assignments required in this course.  You may also wish to purchase a sturdy three-hole punch.
Syllabus:  

Bring this copy of the syllabus with you to class daily. I reserve the right to modify the syllabus, including assignments and exams, and/or alter the schedule as the semester progresses if I feel that changes or additions are necessary to maintain the flow and the integrity of the course.
Assignments:

You must provide me an electronic version and a hard copy of all assignments.  Assignments are due at the beginning of class on the due date and will be collected when class begins.  Assignments turned in after class begins will be counted as late and receive a 10% deduction.  Assignments not received by the end of class on the due date will not be accepted.  NO extensions for written assignments will be made unless you have a verifiable medical emergency.  Students with a documented medical emergency may appeal in writing within 24 hours for reconsideration for a missed individual written assignment. There are no opportunities to make up oral presentations or group work for this class, so be prepared on the day assigned.  
Grading:
McCombs grading policies reserve ‘A’ grades for students with truly exceptional performance.  This means that instructors are to award ‘A’ grades only when students demonstrate insight and creativity that exceed the stated requirements.  You should expect to work hard in this course.  Like all of your other business courses, this is a rigorous class.

Business writing criteria:

Clear, Concrete, and Concise

· Clarity - write so that your concepts, organization, paragraphs, and sentences are clearly understandable to your audience

· Concreteness - write specifically for your audience in a way that includes examples to support your ideas


· Conciseness - write simply and directly, unless you have a specific purpose for doing otherwise

Organization

· Organize letters, memos, and reports around the main ideas as detailed in the assignment objectives

· Lay out main ideas clearly and support them with specific examples

· Connect all parts of your writing with logical, smooth, and understandable transitions

Format and Style

· Use a business style that is related to the level of formality of the communication

· Base your style on the audience to whom you are writing

· Choose a format that is appropriate to your audience, the purposes of your communication, and your organizational context

· Remember that you can receive excellent assistance at the UT Learning Center in Jester and the Undergraduate Writing Center.   Specific topics for assignments are made as each is discussed in class.

General grading criteria for written assignments:

Specific criteria for each assignment describing the nature of the assignment and the purpose of the assignment will be distributed in class.  Aside from assignment-specific criteria, the grader and I evaluate your letters, memos, and reports on your ability to:



• write with appropriate formats



• write without errors in spelling, mechanics, grammar, and punctuation



• write clearly, cohesively, emphatically, and concisely



• write effectively in different situations



• write tactfully, positively, credibly, interestingly, and without bias



• write accurately and include all relevant content material

Aside from grading on assignment-specific criteria, your oral presentations and team communications are evaluated on your ability to:



• analyze the needs of your audience



• plan, organize, and deliver a presentation in a conversational manner



• speak comfortably before a group in formal and informal situations


• maintain an audience's attention and interest

Record all grades on the grade recording sheet included in this packet.  This will serve as your personal record of grades earned on each assignment and will be the best way to keep track of your performance in the course.

General grading criteria for participation/professional conduct:
The following behaviors will be considered evidence of your professional conduct and will be evaluated by your peers and your instructor. You will be expected to:
· Participate actively in class discussion and activities to learn and to contribute to the learning of others.  
· Be prepared for class and complete assignments in a timely manner. 
· Be reliable in your class and group meeting attendance. Give timely notice about absences to peers and instructor via email. 
· Be polite, respectful, considerate, and professional with me, peers, graders, and department staff.  
· Demonstrate integrity and maturity.
· Encourage others by asking questions, by allowing others to complete their ideas, and by responding to what others have said. 
· Offer supportive feedback. 
· Respect the diversity of others. 
· Provide honest responses (i.e., if you do not know something or have not yet completed an assignment, say so!). 
· Take responsibility for your choices. Employers value employees who offer results rather than excuses.
Student support:

PCL – Perry Castaneda Library Workshop: Each student must complete the PCL workshop scheduled for this course.  If you are absent on the day of the scheduled workshop, written proof of a library research workshop completion is required for this course. 

· Business Research tutorial (due by Tuesday, 02/10):  www.lib.utexas.edu/services/instruction/learningmodules/businessresearch/
· Plagiarism tutorial (due by Tuesday, 02/10)

             www.lib.utexas.edu/services/instruction/learningmodules/plagiarism/
Writing Assistance: Please seek writing feedback from the instructor and/or grader first.  If you need further help with your basic writing skills, please go to the UT Learning Center in Jester or the Undergraduate Writing Center.  There are also many helpful online websites such as the one at Purdue University, which may be accessed at http://owl.english.purdue.edu/handouts/print/grammar/
All students have access to view oral presentations.  Students can view their presentations in the Millennium Lab the few days after presenting in class.   
.   
Point Value for Work in Dr. Holmes’s Section of BA 324
Written Work = 55 % of the grade:

Introduction E-mail




=
 10 points

Two Memos (50 pts. each)



=
100 points


Persuasive Letter




=
  50 points
Cover letter & Resume (50 pts. letter/ 20 resume)
=            70 points

Two Executive Summaries (20 pts. each)

=
  40 points

Group Polished Draft of Written Report

=
  50 points

Group Written Report




=
100 points

Agenda & Work plan (20 pts. each)


=
  40 points

Peer Group Evaluation



=
  50 points

Group Outline & PowerPoint (20 pts. each)

=
  40 points




Oral Work = 30% of the grade:


Dyad/Triad Oral Report



=
100 points

Group Oral Report




=
150 points

Elevator Pitch Presentation


 
=
  50 points

_______________________________________________________________________

Professional Development = 15% of the grade:

Two Exams (50 pts. each)



=
100 points
Professional Conduct & Class Participation*

=
  50 points

               *(Participation grade includes completion of learning

                 styles assessment, Clifton StrengthsFinder, business

                 research tutorial, plagiarism tutorial, PCL workshop,

                and ungraded writing skills assessments.)








TOTAL


1000 possible points 

Fairness: 
The University of Texas is committed to social justice.  So am I.  I expect to maintain a positive learning environment based on open communication, mutual respect, and nondiscrimination.  The University does not discriminate on the basis of race, color, national origin, age, sex, sexual orientation, religion, or disability, and I don’t either.  I invite and will seriously consider any suggestion about how to further such a positive and open environment in this class.  If, on the other hand, you note anything that you feel to be unfair, degrading, discriminatory, or inappropriate in any way, please let me know immediately.  

 Final Thoughts:  A wise colleague includes the following in his syllabus and it seems relevant for this course:

· Teachers facilitate, not guarantee learning.

· People choose and are responsible for how they feel, think, and act.

· Information is not knowledge; knowledge is self-constructed (not given).

· Learning happens best when methods match learning style.

The following is from a section of StrengthsQuest: Discover and Develop Your Strengths in Academics, Career, and Beyond (Clifton & Anderson, 2002) titled “Becoming Your Own Best Educator”:

You are your own best educator.  Never forget that we live in a fast-moving world in which only three things are certain: (a) rapid change, (b) continuing knowledge explosion, and (c) increasingly complex relationships that are more difficult to maintain.  To cope, let alone achieve in this environment, everyone faces the possibility of becoming “obsolete” if they don’t keep learning.  Lifelong learning isn’t a luxury; it’s a necessity.  Being a lifelong learner is your only way of coping with rapid change, knowledge explosion, and complex relationships.  No matter what field you enter, you must forever be a learner or you will get left behind (pp. 215-216).  

My hope is that this course will provide the opportunity for a positive, relevant learning experience.  I hope you enjoy participating in this course as much as I enjoy teaching it.  
BA 324 – Business Communication – Dr. Holmes
Spring 2009

Class Schedule
	Date
	Assignments Due
	Class Activities


	TU 1/20
	
	Introduction to Course; Self-Introductions

Review syllabus


	TH 1/22
	Gordon article, “Memo to Students: Writing Skills Matter” (Porter, pp. 9-10)
Bardwell article, “Making the Transition from College to the World of Work” (Porter, pp. 11-13)
	Discussion: Questions about course, syllabus & chapters
Review Introduction E-mail assignment

(Homework: Take learning styles assessment: http://www.engr.ncsu.edu/learningstyles/
ilsweb.html)


Last Day to Add a Course, Friday January 23

	TU 1/27
	Guffey 1-3

Gale Group article, “Cross Cultural/International Communication (Porter, pp.5-8 
Introduction E-mail due.
	Discussion: Basic concepts of Communication; Communication Models


	TH 1/29
	Guffey 4-6
 McCune article, “The Write Stuff” (Porter, pp. 35-39)  
	Discussion: The Writing Process 

Morrison, “The Bare Essentials”
Guffey, Appendix A


	TU 2/3
	Guffey 4-6 (continued)  
Gurchiek article, “Shoddy Writing Can Trip Up Employees, Organizations” (Porter, pp. 15-17)
	 Discussion: The Writing Process and Peer Feedback Process for this Course

Review tutorial assignments
Review Memo assignment #1
Review format guidelines


Wednesday February 4, 12th Class Day
	TH 2/5
	Guffey 7-8
Memo #1 rough draft
	Discussion: E-mail and Memos
Peer review of Memo #1 rough draft


	T 2/10 PCL Research Session

	Memo #1 due
Deadline to complete business research tutorial; plagiarism tutorial 
	Class meets in PCL 1.339



	TH 2/12
	 Guffey  9, 10, Appendix C 

	Discussion: Persuasive Messages & Delivering Bad News
Exam review
Review Executive Summary #1 assignment
Review APA Format




	TU 2/17
	Exam over Guffey 1-7
ES #2 Orme Article, “ Communicating with Style and Passion” (Porter, pgs. 105-109)

	60 minute written exam

Review Dyad/Triad assignment
Review Persuasive Letter assignment


	TH 2/19
	Guffey 14
Earnest, Save Our Slides
Executive Summary #1 due


	Discussion: Business Presentations
Homework: Take Clifton StrengthsFinder www.strengthsquest.com


	Date
	Assignments Due
	Class Activities


	TU 2/24
	Guffey 11-12

	Discussion; Business Reports
Presentation: Recognizing Your Strengths



	TH 2/26
	Guffey 13

Persuasive Letter rough draft


	Discussion: Formal Business Reports

Peer Review of Persuasive Letter

In-class work session – Dyad/Triad Presentations
Review Executive Summary #2 assignment






	TU 3/3
	Dyad/Triad Presentations, Outline, Bibliography & Articles - Videotaped and timed


	Peer Evaluation and Feedback to Presenters




	TH 3/5
	Dyad/Triad Presentations, Outline, Bibliography & Articles - Videotaped and timed

Persuasive Letter due


	Peer Evaluation and Feedback to Presenters




	TU 3/10
	Dyad/Triad Presentations, Outline, Bibliography & Articles - Videotaped and timed


	Peer Evaluation and Feedback to Presenters





	TH 3/12
	Exam over Guffey 8-15
Executive Summary #2 due
	Review Memo #2 assignment


Spring Break – March 16-20, 2009

	TU 3/24
	
	Discussion: Effective Teamwork & Agendas
Group member assignments

Review Resume & Cover Letter assignment


	TH 3/26
	 Memo #2 first draft 
Preliminary research information for Group Presentations
Exercise: Group Agenda
	Peer review of Memo #2 first draft
Group presentation date sign-up

Group workday. Bring research to class to review with group.  Last 30 minutes of class, present and discuss the research findings!

Discuss Agenda assignment




	TU 3/31
	Prepare for Group Presentations
Memo #2 due
	Review Group Presentation assignment in order of date of presentation




	Date
	Assignments Due
	Class Activities


	TH 4/2
	Prepare for Group Presentations
Exercise: Group work plan and communication agreement
	Review Group Presentation assignment in order of date of presentation




	TU 4/7
	 Prepare for Group Presentations
 Resume & Cover letter due

	Review Team Presentation assignment in order of date of presentation




	TH 4/9
	Group Presentations/Outline & Slides

Videotaped & Timed
	Peer Evaluation and Feedback to Presenters




	TU 4/14
	Group Presentations/Outline & Slides

Videotaped & Timed
	Peer Evaluation and Feedback to Presenters


	


	TH 4/16
	Group Presentations/Outline & Slides

Videotaped & Timed
	Peer Evaluation and Feedback to Presenters




	TU 4/21
	Group Polished Draft due


	Group Report Workday

Q/A with instructor


	TH 4/23
	Group Polished Draft due
	Group Report Workday

Q/A with instructor


	TU 4/28
	Group Written Report (bound) due
	Review Elevator Pitch assignment


	TH 4/30

	Elevator Pitch presentations
	Feedback to Presenters


	TU 5/5

	Elevator Pitch presentations
Substitute Executive Summary due
	Feedback to Presenters


	TU 5/7

	Elevator Pitch presentations 

Last class day
	Feedback to Presenters
Course and instructor evaluations
	
	Impromptu Round 

Peer Feedback and Evaluation of Presenters


BA 324 Grade Recording Sheet – Spring 2009
Dr. Holmes

Name:




 



Activitv







Possible Points



WRITTEN WORK = 55%

Introduction E-mail
10
_____
2 Memos (50 pts. each)
100
_____
Persuasive Letter
50
_____
Cover Letter and Resume (50 CL/ 10 R)
60
_____

2 Executive Summaries (20 pts. each)                                 40
_____

Polished Draft of Group Written Report
50
_____

Group Written Report
100
_____ 

Agenda, Work & Communication plan (20 pts. each)
 40
_____
                 

Peer Group Evaluation 
50
_____

Group Outline & Power Point (20 pts. each)                     40        _____


Sub-Total:
_____

_________________________________________________________

                      

ORAL WORK = 30%

Dyad /Triad Oral Presentation
100
_____

Group Oral Report                                                  
           150        _____

Elevator Pitch Presentation
50
_____

                                                               
 Sub-Total:
_____

     __________________________________________________________

PROFESSIONAL DEVELOPMENT = 15%

Two Exams (50 pts. each)
100
_____

Professional Conduct & Class Participation
50
_____
Items considered:

   Attendance (excessive absences will yield a minus professional conduct score)

   Attitude toward course, peers, instructor

   Evidence of preparation for assignments

   Peer Evaluation   

   Participation in class

   Small group work during class

   Professional approach to learning

   Respecting diversity and everyone’s ideas

   Behavior consistent with successful business people

   Scholastic honesty

   Completion of required tutorials, online assessment tools, workshops
   




Sub-Total:
_____

__








TOTAL
1000 possible points




























Assignments for all sections of the course are chosen to meet course objectives and to teach those communication skills that best fulfill the course objectives. As a class that focuses on writing, speaking, and interpersonal communication there is a substantial amount of out-of-class work that includes meeting in groups, as well as, doing individual work.
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